
Receptionists and Information Clerks (43-4171)

Occupation description:  Answer inquiries and provide information to the general public, customers, visitors, and other interested
parties regarding activities conducted at establishment and location of departments, offices, and employees within the
organization. Excludes "Switchboard Operators, Including Answering Service" (43-2011).

Employment and Job Openings

 Average employment Average annual openings

 2010 estimate 2020 projection Percent change Growth Replacement Total
Alaska 3,066 3,619 18.0 55 113 168
United States 1,048,500 1,297,000 23.7 24,850 31,710 56,560

Job outlook 
Alaska: Alaska’s employment growth is strong with very high employment opportunities. Read more. 

2013 Wages 

 Mean Wage and
95% Confidence Interval Wage by Percentile

 Low Mean High 10th Median 90th
United States n/a 13.20 n/a 8.82 12.70 18.35
Alaska 15.21 15.58 15.95 10.77 15.48 21.06
Anchorage/Mat-Su Area (MSA) 14.98 15.50 16.02 10.60 15.39 21.06
Fairbanks North Star Borough
(MSA) 14.41 15.18 15.95 11.73 14.99 18.77

Southeast Region 14.72 15.42 16.12 11.90 15.11 20.58
Balance of State 15.34 16.30 17.26 9.78 16.40 22.43

Labor Force Indicators

2012 Worker Characteristics
Total workers Nonresident workers Percent nonresident Percent age 45 plus Percent age 50 plus

3,407 384 11.3 28.2 22.0

2012 Potential Supply
Qualified but working in another occupation 1,193
Currently employed in a lower paid occupation 134
UI claimants previously working in occupation 388

2012 ALEXsys Employment Data
Number of registrants 6,118
Number of job position postings 526

http://live.laborstats.alaska.gov/occ/faqs.cfm#grop
http://live.laborstats.alaska.gov/occ/faqs.cfm#q05


Ratio of registrants to job position postings 11.6

Typical Entry-level Education, Experience, and/or On-the-job Training

Education: High school diploma or equivalent Work experience: None On-the-job training: Short-term on-the-job training

Training Resources

 Degree
Alaska Computer Business Solutions LLC

Access 2007: Microsoft Certified Application Specialist
Access Boot Camp
Access Level 1
Access Level 2
Access Level 3
Access Level 4
Acrobat XI Level 1
Acrobat XI Level 2
Excel 2007: Microsoft Certified Application Specialist
Excel Level 1
Excel Level 2
Excel Level 3
Outlook 2007: Microsoft Certified Application Specialist
Word 2007: Microsoft Certified Application Specialist
Word Level 1
Word Level 2
Word Level 3

 Degree
Alaska Technical Center

Clerk/Receptionist
Workplace Basics

 Degree
Alaska's Institute of Technology (AVTEC)

Business & Office Technology Certificate
Microsoft Office Specialist - Excel
Microsoft Office Specialist - Word

 Degree
Amundsen Education Center
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Computer and Information Processor
Computer Literacy
General Office Clerk
Microcomputer Workshops
Office Education Short Course

 Degree
Charter College, Anchorage

Computerized Office Specialist Certificate

 Degree
Charter College, Wasilla

Computerized Office Specialist Certificate

 Degree
Galena Interior Learning Academy

Computer Science

 Degree
Ilisagvik College

IC3 - Internet and Computing Core Certification Certificate

 Degree
Literacy Council of Alaska

Computer Literacy

 Degree
North Star Computing

Basic Computer & Office Skills
Intermediate Computer & Office Skills

 Degree
University of Alaska Anchorage

Desktop Publ & Graph OEC

 Degree
University of Alaska Anchorage, Kenai

Desktop Publ & Graph OEC

 Degree
University of Alaska Anchorage, Kodiak

Desktop Publ & Graph OEC
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 Degree
University of Alaska Anchorage, Mat-Su

Desktop Publ & Graph OEC

 Degree
Vocational Training and Resource Center

Advanced Microsoft Access
Advanced Microsoft Excel
Advanced Microsoft Outlook
Advanced Microsoft Word
Excel 2013 VBA
Internet Search Techniques
Introduction to Adobe Acrobat 9.0 Pro
Introduction to Computers & Windows
Introduction to Microsoft Access
Introduction to Microsoft Excel
Introduction to Microsoft Outlook 2010
Introduction to Microsoft Word
Introduction to OneNote 2013

 Degree
WinCertification

IC3 Computer Fundamentals Certification (IC3)
Introduction to MS Access - Quick look
Introduction to MS Excel
Introduction to MS Windows
Introduction to MS Word
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